Interview Confirmation Letter


PRINT ON UWEX LETTERHEAD
Date

Name

Address

City, State, Zip

Dear Name:

We are delighted that you are interested in the Nutrition Educator position and are looking forward to meeting with you at time, day and date at address. Any expenses related to the interview, such as travel or document copying, are your responsibility.

You will be meeting with myself and several other members of our team, which includes:

List names and titles of interview team

Criminal Records Review  

UWEX is committed to providing a high quality and reasonably safe and secure environment for its workforce, partners and clients. To this end, the position you are being considered for requires a criminal records review. In order to conduct the review, it is necessary for you to fully complete and return the attached Application Supplement. In no way will this information be used to discriminate on the basis of age, gender, race or any other protected class status.

Your completed Application Supplement form should be postmarked or hand-delivered to the UWEX Office of Human Resources no later than the date of your interview. The mailing address and confidential fax number are: 

Mailing address for Application Supplement form:


Fax number:  608.262.6909

UWEX Office of Human Resources 

Extension Building, Room 201

432 North Lake Street

Madison, WI  53706

Return of this form ensures continued consideration of your application. If you fax the form, please also mail or hand-deliver the original at the time of the interview. An actual check of pending charge and/or conviction records will be conducted only if you are selected to fill the position. The information you provide will be maintained separately from your application materials by the UW-Extension Office of Human Resources (note: this office is separate from the Cooperative Extension Personnel Office).The form will be destroyed if you are not selected for the position.  

If you have any questions regarding the disclosure form or the criminal records review, please contact the UW-Extension Office of Human Resources at 608-262-2546.

If you have any questions before our meeting, feel free to give me a call.  You are also invited to visit our website at www.uwex.edu/ces/wnep for information about our program. We’re looking forward to the opportunity to visit with you.

Sincerely,

Your name

Your title
